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Step 1: Log-In And Search Position Listings 
To view all open positions and apply, click on “Search.” If you have already applied for a position and want access to 
your profile, enter in your username and password then click on “Log In”. 

If you forget your username or password, click the “Forgot your username/password?” feature, this will generate 
an email to you with your information. 

Fast Track Application Instructions 

Step 2: Search Posted Positions 
Check the checkbox of the position, assignment, location or group you want to review and click on the “Search 
for Posted Positions”. 



     
              

               
        
 
 

 
 
 
 

                                          
 

   
 

    
 

 
 
 
 

      
  

 
 
 
 
 

 

Step 3: Apply for Selected Position(s) 
If you’re a first time user without a log-in or password.  Put a check in the box of the position you want to apply 
for and then click the button that says “Apply for Selected Position(s”).  If you already have an account use the 
“Log In” button to apply for the position that is checked. 

Step 4: Create an Account (first time only) 
You’ll need an e-mail address and password to access the on-line application.  After you click on Apply for 
Position, you’ll be asked to either enter your existing username and password or create a new user profile.  
If this is the first time you’ve applied for a job electronically with Lake Stevens School District check the box 
that says “ I Would Like To Create a New Profile”, enter your information and then click on “Create Profile”. 

REMEMBER TO MAKE A NOTE OF YOUR USERNAME AND PASSWORD AS YOU WILL NEED IT TO ACCESS 
YOUR APPLICANT PROFILE IN THE FUTURE 



      
       

 

     
   

 
     

 
  

  
 

    
     

    
 
 

 
 
 
 

      
  

    
 

Step 5: Begin Your Online Application 
There are up to eight (8) sections of the application you may ned to complete (depending on the application 
type and job posting).  The sections you may need to complete are, Contact Information, Education History, 
Certifications Licenses, Employment History, Skills Questionnaire, General Questions, References, 
Attachments, Comments.  Each section (except Comments) contains a checkbox at the top of the page 
indicating that you’ve entered the information to the best of your abilities.  Checking that box will also 
change the status of the corresponding section below to ‘COMPLETED’.   When all of the sections are 
marked complete you may use the “Submit to HR” button this will transmit your application to us. 

Once your application has been submitted you may log back into your profile and update your application 
until the closing date. 

Your application is automatically saved as you enter data.  If you cannot complete your application all at 
once, just click on the “Return to Profile” button to see that your information was saved and then click on 
“Log Out” when you are finished reviewing or adding information to your application. 

In addition to completing required sections of your profile/application, the job posting will list any 
additional documents needed. Please note all documents must be submitted electronically.  If you have any 

questions please email hrservices@lkstevens.wednet.edu for more information.  Thank you. 
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